
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

AQEMENT DIVISION 

INSTRUCTIONS See Publiation No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and Hiqory, Records Management Division, 330 Capitol Avenue, Atlanta. Georgia, 30334. 
Attention: Scheduling Section. ~ 7 1 1  j7-61 

FOR AGENCY USE 1. Agency Address 
,wIocatuon Date Office of Commissioner of Insurance 

State Fire Marshal's Office 
_i Manufactured Housing Division 
pplication Number Floyd Bldg., W. Tower, Room 620 

No. 2 MLK Dr., Atlanta, GA 30334 
. Person to Contact 

_--- - -- L - 7  .--____Cc I_- 

Working Title 

,i 

- I---- FOR RECORDSMANAGEMENT use 
Appliwhn Number 

7 3- 139-A 

Telephone Number 

_cI _ _  Rbnald Sumner Administrator 656-2064 
L c_LIJ 

I. Action Requerted 
a, 0 EstaDitsn Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticiwted. 

i. Division and office Function What is the function of me Division and the Office in which this record series is  created? 
To administer The Uniform Standards Code for Factory Manufactured Movable Homes Act. 
inspect and supervise the construction of manufactured homes that are manufactured in and 
out of state and are offered for sale in Georgia. 
manufactured home dealers and manufacturers in the State of Georgia. To inspect and 
monitor out of state manufacturers. Reviews all plans and specifications and test data 
submitted by manufactured home manufacturers. Assists plant personnel in correcting 
production procedures that violate the Fire Safety Laws. 
to manufactured home manufacturers. Monitors manufactured home complaints made by 
consumers against manufactured home manufacturers and dealers. 

To 

To license, inspect and monitor the 

Issues Code Certification Decals 

'. R-rd Series Description This file contains the following documents (include form numbenend rirles, if any): 
Attach samples of the file. ' 

DopJrnents relating to: 

lnduded are: 

Maintaining copies o f  Certificate of Compliance with the Federal 
Regulations, required t o  be submitted by manufacturers under the 

This form is used to indicate the type of appliances, the structural 
design and various information. There is not a Standard form number 
due to the fact that some manufacturers use different forms. 

- Factory Manufactured Movable Homes Act. 

File i s  arranged: 

-- - 
I. Monthly Raference Rate How often are records referred to which are: 

One to six months old Twice ; Seven to twelve months old Twice ; Thirteen to twenty-four monthsold Zero . 
twenty-five months and older.- ? 

Letter-size drawers ; Legal-size drawers ._6; Shelves ; Other (specify/ 

I 
_---_I 

). Annul Ram of Amgnulation of Records 

9-50-71: Rw. 76  



a. I S  rnis me oniccai wpy OT roe series( 
--- 

confidential information requiring security handling? If yes, cite law or regulation. 

contained in this dries ever analyzed and/or recurded in a summarized report? 

-.- 

1. Retention Requirements The following requires the series to be kept: 

a. State Law 0 years. d. Audit period 0 -years. 
- T - y e a r s .  
13- years. 

b. Statute of limitation . o  years. e. Administrative need 
c. Federal law -80 years. f. Federal'retention instructions 

Attach co y or exprpt of laws or regulations. Explain administrative need. 
Federay Re ister, Manufactured Home Procedural and Enforcement Regulation, Sub art H 
the 9 ife of a manufactured home. 
thirty (30) years. 

para raph !/ 282.362 (ii)(d), attached. The permanent record file shall be avai P able iuring 
The life of a manufactured home has been established at 

2 A o r m v d  Disposition Instructions This agency recommends that  the file series be cut o n  a t  thb end of each: 
0 CalendarYear; 0 Fiscal Year: pb Other and ,--then, 

Decerber 
0 Hold in the current files area month(,) year(s); then 
0 Transfer to local holding area, hold 
dI Transfer to State Records Center: hold &year(sl; then 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Spec&) 

yeads); then 

NOTE: This amendment application provides for the retention of the paper files, instead 
of retaining the information on microfilm. 
of Compliance are 2nd and 3rd generation copies, they are illegible on microfilm. 
Microfilming of these documents has, therefore, been discontinued. 

Since the copies of the Certificates 
- 

These instructions apply to a l l  prior and future accumulations of the series. 

bency Head/Designse (Signature) Date Records Management Officer (Signaturn) Date 

2 4 - k 9  
87/11 7- State Records Committee (Signaturn) Date 
lecommendations in para- 
raph 12 are approved. 
If disapproved. attach let& 
~f explanation.) 

, ~~~ . .. ~. .*,,'.>' 



OFFICE OF THE SECRETARY OF STATE 
OEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT OIVISLON 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

---- . _  --- g-[c.? t i  - c x  3 
-p_ m--- 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th is  form. Forwerd signed original to 
Department of Archks and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 1 I 

- -.- 

Telephone Number 
656 

FOR 
,pplication Date 
- -  

State Fire Marshal's Office 
Manufactured Housing Division 
No. MLK Dr., Atlanta, GA 30334 

- - -- -l-l_l 
wliarion Number Floyd Bldg., W. Tower, Room 620 

I. PlrwntoConmct Working Title 

I. A a i o n R w x p  

__  = --__ 

Administrator __-_ - _I ___. -_t_l__ I _- Ronald Sumner 

8. 

b. 

- --L%-.-Y i 

0 Estatxisn Retention Schedule; record will continue to accumulate. 
0 Dispose of pesent accumulation: no further accumulation anticipsted. 
13 Amend A lication No. 73'!39-A Check One: 0 C h a n E  181 SupercedeLO _Void. - __ 

1. Dates of Seriea 5. Records Series T i t le  ffo//owed by ride us& in office; if different) -&-T iarliest 

-- _1968_L_mnt Certi fis33sLofComDlianLeXeL I - - __ . - - . -. - - . _. 

i. Division nd Off ig Function What is the function of the Division and the mice in which t h i s  record series is created? 
To administer The Uniform Standards Code for Factory Manufactured Movable Homes Act. 
inspect and supervise the construction of manufactured homes that are manufactured in and 
out of state and are offered for sale in Georgia. To license, inspect and monitor the 
manufactured home dealers and manufacturers in the State of Georgia. To inspect and 
monitor out-of-state manufacturers. 
submitted by manufactured home manufacturers. Assists plant personnel in correcting 
pr'oduction procedures that violate the Fire Safety Laws. 
to manufactured home manufacturers. Monitors manufactured home complaints made by 
consumers against manufactured home manufacturers and dealers. 

To 

Reviews all plans and specifications and test data 

Issues Code Certification Decals 

- - .  _ _ _ _ _ _ _  _ _ _ ~ - _ _  - --- 
I. Record Series Description 

Documentsreiating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 1 

Kertif icate of Comnliance with the Federal Regulations, r equ i r ed  t o  
(iainta-ining cop ie s  of /  be submit ted by manufacturers  under t h e  Fac tory  hanufactured 

Movable Homes Act. 
lnduded are: This form is used to indicate the type of appliances, the structural 

design and various information. 
number due to the fact that some manufacturers use different forms. 

There is not a Standard form 

File is arranged: Alphabetically by manufacturer. 
I-- __-- I_ -----__-__ _I__I-_ ---- ~ -.-I-- 

3. Monthly Reference Rate 
One to six months old 
twenty-five months and o l d e r L L ?  

Letter-size drawers 

How often are records referred to which are: 
Twice ; Seven to twelve months old >ice; Thirteen to twenty-four months old -; 

- --I_ - --_-. --I-_I.- -_ .-_---- --- - 
6 : Lsgal-sira drawers --; Shelves - --; Other (specify) _______ 

3. Annual Rate of Accumulationof Records 
_- - 



11. Retention Rquirements The following requires the series to be kept: 

a. State Law - - ~  0 -years. d. Audit period -- 0 .. .. . .. ~..,years. 
b. Statute of limitation ----years. 0 e. Administrative need - ~ . - . ~ - -  0 -.years. 

f. Federal retention instructions --__ ~~~~. -. years. c. Federal law - . . - ~ - - - ~ - y e a r s .  m 30 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
Federal Register, Manufactured Home Procedural and Enforcement Regulation, Subpart H, 
paragraph 3282.362 (ii)(d), attached. The permanent rec.ord file shall be available during 
the life of a manufactured hore. The life of a manufactured home has been established at 
30 years. - ~. ~- --.-I_ ____.I ._- .- ___.~ ~- .__ ~ ~- . 

12. Aowoved Disposition Instructions This agency recommends tha t  the file series be cut otf a t  thti end of each: 
0 Calendar 'fear; 0 Fiscal rear; M Other ~ t ~ . o f f _ e n c h J u n e 4 n b _ , t h e n ,  

December 
d Hold in the current files area -6.- .-month(,) -. ~ --.~--~-~.year(s); then 
0 Transfer to local holding area, hold 
d Transfer to State Records Center; hold 29% -year(s); then 
d Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISmcify) 

'-2 .year(s); then 

NOTE: This amendment application provides for the retention of the  paper f i l es ,  instead 
of retaining the information on microtilm. 
of Compliance are 2nd and 3rd generation copies, they are i l l e g i b l e  on microfilm. 
Microfilming of these documents, has, therefore, been discontinued. 

Since the copies of the Certif icates  

These instructions apply to a l l  prior and future accumulations of the series. 



1 OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAQEMENT DIVISION 
@Jj *APPLICA~ION FOR RECORDS RETENTION SCHEDULE .... - - -  -I - 

1 INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 

. ~. ~ ~ 

656-2064 

nufactured Homes Div., Floyd Bl'dg. 

DiEctor,nuf actured Homes Division 
-=-77.A- .-a I & __~______--~--__=._ Pete Paulsen 
3. Action Requested 

a. 0 Estaoiisn Retention Schedule; record will continua to accumulate. 
eccumulation anticipated. 3- 13-84 
Check One: Q Change; 0 Superqde; 0 Vokl,.,-.. 

5. Records Series Title /followed by title used in office; H different) 
Earliest 

---I- _.lll_~ I_ 

c _ _ ~ .  1960 L Present 
6. Division and Office Function Division and the Office in which this record series is created? 
To administer The uniform Standards Code for Factory Manufactured Movable Homes Act. 
inspect and supervise the construction of manufactured homes that are manufactured i n  and 
out of s.tate,and are offered for sale in Georgia. 
mobile home dealers and manufacturers in the State of Georgia. 
of-state manufacturers. Reviews all plans and specifications, .and test data submitted by 
manufactured home manufacturers. Assists plant personnel in correcting production proced- 
ures that violate the Fire Safety Laws. 
manufacturers. Monitors mobile home complaints made by consumers against manufactured home 
manufacturers and dealers. 

To 

To license, inspect, and monitor the 
To inspect and monitor out- 

Issues Code Certification Decals to mobile home 

I 

I 

~ ~~-_l-l.__-. _I_ - ~. -.-._ ~..ll_l --.--I- 

7. Record Series Description 

Documents relating to: 

This file contains the following documents finclode form numbenand titles, if any): 
Attach samples of the file. 
Certificate of Compli,ance with the Federal Regulations. 

This form is used to indicate the type of appliances, the structural 
design and various information. There is not a Standard form number 
due to the fact that some manufacturers use. different forms. 

' 

.. 

Included are: 

, I File is arranged: Alphabetically by manufacturer. 
5 -_ __ - - -~ 

8. Monthly Reference Rate 
One to six months old 
tdnty-five months and older&&,? 

-Letter-sire drawers ; bgalsiza drawers ; Shelves ; Other (specify) -----_--- 
9. Annuel Raw of Accumulation of Records 

How often are records referred to which are: 
k .1 Tw i ; Seven to twelve months old Twice ; Thirteen to twenty.four months old m-.; 

lll__lll. ---____--^----~-- --I_-- 

6 

I-------.-- ------ , - . I. I 
AR-50-71; Rev. 76 (0-J 



Attach copy or excerpt of laws or regulations. Explain administrative need. 
Federal Register, Manufactured Home Procedural and Enforcement Regulation, Subpart H, 
paragraph 3282.362 (ii)(d), attached. 
the life of a manufactured home. 
30 years. 

The permanent record file shall be available during 
The life of a manufactured home has been established at 

- - ~ _ ~  I- ---.- ~~ ~- ~ ~ .. ~ ~ I _~_  

12 Amraved Disposition Instructions This agency recommends t h a t  the file wries be cut otf a1 tht end of each: 
0 Calendar Year: 0 Fiscal rear: Other i~:lL-i I  then, 

23 Hold in the current files area - - - .-month($) ~ . - - year(s); then 
0 Transfer to local holding area, hold - - -- -.-year(s); then 
C. Transfer to State Records Center; hold -.- --yeark); then 
II Destroy. 
0 Transfer to State Archives for permanent retention. 

- [1p Other ISpecZy) 
Microfilm: .:.A -* &. -. . 

Hold microfilm in. current files area for 30 yea.rs;-then destroy 
and start new file. ;, ~ ~ 

. , .  

&ubf i ; l \ e  ;S v&&'&,' -tl\eh &+byI 
Hold until w i f i k d  &--kwy.. w* * 

.. A 1 - \ 4 - 8 5  



- __ 
1. DatesofSeriec 
Earliest b t e s t  

. .  

5. Records Serler Title (followed by title us& in office; if different) 

C e r t i f i c a t e  o f  Compliance F i l e s  _- 

1. R m d  Series Description This file contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. 

Documents relating to: C e r t i f i c a t e  o f  Compliance w i th  t h e  Federa l  Regulat ions,  

Included are: T h i s  form i s  used t o  i n d i c a t e  t h e  t ype  o f  appl iances, t h e  s t r u c t u r a l  
des ign and va r ious  i n f o r m a t i o n .  There i s  n o t  a Standard fo rm number 
due t o  the  f a c t  t h a t  some manufacturers  use d i f f e r e n t  forms. 

. .  
File is arranged: A l p h a b e t i c a l l y  b y  manufacturer .  

" ~ - . - . , . . .. 
___I___ 

8. Monthly Reference Rate How often ara records referred to which are: 
One to six months old Twice ; Seven to twelve months old Twice ; Thirteen to twenty.four months old --; 
t@nty-five,months and older- Zero 

Letter-size drawers 

-~kA--~ -__. -~ ~ ~. 

; Shelves ; Other (rpeciw) --_-____ .,I..-_.- 6 9. Annual Rate of Ammulationof Remrds 
; Legal-size drawer? . ~~ b .. .- ,. 

--- -.l...~ ~~~~ 

- -.. %= - t . .  r 

5-50-71; Rev. 76 - low) . -  
-- 

-'- .. .. ~. 

~ ~ ~~ - ~~ 

- .. 
* ,  

~~~ ~~~~~ 

. 



Attach copy or excerpt of laws or regulations. Explain administrative need. 
Federa l  Reg is te r ,  Manufactured Home Procedural  an,d Enforcement Regu la t ion ,  Subpart  H, 
paragr-aph 3282.362 ( i i ) ( d ) ,  at tached. The permpnent r e c o r d  f i l e  s h a l l  be  a v a i l a b l e  d u r i n g  
t h e  l i f e  o f  a manufactured home. The l i f e  o f  a manufactured home has been e s t a b l i s h e d  a t  
30 years.  . ,- .~ . .  

.. _- I.____- 7 - --2. i- . 2 ~--.I.. ~~~~ 

12. ADwoved Disposition Instructions This agency recommends t h a t  the file series be cut otf a t  thb end of each: , . -. .~ . 
.Cut o f f  each June and . ~ . ' 0 Calendar Year: 0 Fiscal rear; Other .. ~~. .~ . . .,-.--,-then, 

~. , D e c e m b e r  .. 
, 

Hold in the current files area -6 I -month($) -. ..~.--~-.*{ear{s)'; then . .  
0 Transfer to local holding area, hold _ _ ~ ~  .year(s); then - .  , 

& Transfer to State Records Center; hold a 1 [ 2 . - .  -yeads); then 
& Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

.. 

These instructions apply to a l l  prior and future accumulations of the series. 

Secretary'of State/Designee 

Attorney General/Designee 

3ecommendations in para- 
lraph 12 are approved. 
'If disappmved, attach letter 
If exp/enstimJ 



I 
313- I;, k s  -1 

I 

cc ax 

_____ - ___ ~ -~ . I  

I. 

OFFICE OFTHE SECRETARY OF STATE 
r DEPARTMENT OF ARCHIVES AND HISTOR 

RECORDS MANAQEMENT ,DIVISION 
-51 1 . __ - 

c. ' 
' .  APPLICATION FOR RECORDS RETENTION SCHEDULE 

,-. - 
INSTRUCTIONS: See Publication No. 76-3M-1 for instructions on completing th is  form. Forward signed original to' 
Department of Archives and History. Reaxdr Managepnt Dlyision, 330 Capitol Avenug, Atlanta, Georgia, 30334:. 
Attention: Scheduling Section. %I i i 

-.I__.-* *dC1ch-. ~ 

FOR RECORDS MANAGEMENT r a t i o n  ________I__ Nyber  -- 

Tower, Sixth Floor 73-139-Pt 
Dste-Received 

MAY 2 4 fg@ 
. - . ~  - _I -- ~ --=l-, ~ ? f 2 l V l . ~  -~ . xA-.%%.:.:7: 

1. RrrontoContect Working Tit le lrlephonr Number 

I. Action Requested 

Administrator, Mobile Homes Division 656-2064 
w ~.=tmv---- . -l_l___ ------ --_ _ ~ _ ~ _ =  __ .--~_r- . .__7=--: .- 

Pete Paulsen 

..k 
0 EstaDiim Retention Schedule; record will continue to accumulate. a. 

accumulation anticipated. 
Check One: @Change; 0 Supercede; 0.Xoid - -_ 

Compliance Files 

5. Records Series Title (followed by title used in office; if different) 

___l_____i__l_-~ ~ - ~ . .- . ~ . .~ - 
i. Division and Offim Function - ~ -  . What is  t h e  funaion of me Division.and the Mi& in which this record &dries is  created? -2 

To administer The Uniform Standards Code  for^ Fqctoy Manufactured -Movable Home3 Act,.: 
To inspect and supeiitise -the constructicm of mQbile. homes that are manufaciw-ed:in  and out 0: 
state and are offered for sale in Georgia. To license, inspect, and monitor the mobile home 
dealers and manufacturers in the State of Georgia. To inspect and monitor out-of-state 
manufacturers. Reviews all plans and specifications, and test data submitted by mobile homl 
manufacturers. Assists plant personnel in correcting production procedures that violate the 
Fire Safety Laws. Issues Code Certification Decals to mobile h6me manufacturers. Monitor: 
mobile home complaints made by consumers against mobile home manufacturers and dealers. 

.. - < b 5  

+--- - 1111 _ _  ___I _ _  -- - ._ . _ _  - - - - 
7. R m d  h i e s  Description 

Documents relating to: 

T h i s  file contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. 
Certificate of Compliance with the Federal Regulations. 

Included are: This form is used to indicate the.type of appliances, the structural 
design and various information. There is not a Standard form number 
due to the fact that some manufacturers use different forms. 

File is arrang6d: Alphabetically by manufacturer. 
. I  -- -I ~ --_- ~ I--- - - -  . _  

8. Monthly Roferenca Rate How often are records referred to which are: 
One to six months old Twice 
twenty-five months and oldera,? 

Letter-size drawers ; Legal-size drawers ;Shelves ;Other (rpecify) -_I ---- - 

; Seven to twelve months old Twice-; Thineen to twenty-four months old A- -; 

---. _I___ -.---.---- I--_ I__ I--_ --- 
9. Annual Rate of Accumulation of Rarordr 

. '- - - I O V V )  - c -  - - I, - 
R-50-71. Rev. 76 



0 
~ .__= ~. -years. 

0 
a. State Law 
b. Statute of limitation 0 7___ -years. e. Administrative nee'd ' ~, _ ~ _ _ .  ._ . ~- .-.years. 

\ l  

d. Audit period 0 .~-----_years. .. 
~. 

c. Federal law -.XO-.~ . .~-years. f. Federal retention instructions _- 0 .... -.years. 

Attach copy or excerpt of laws or regulations. Explaiti~administrative'nehd. - _. . 

of a mobile'hom'e:' The~life of a'rnobile-home has been established at  30 years. 

.... .~ 1 - " 2  ~ 

Federal Register, Mobile Home Procedural and Enforcement Regulation, Subpart H ,  para. 
3282.562-(ii)  (a) ,  ~attached.. -The permanent recoid file shall be available duiingtthe life 

i ,= - ~ ~~ ' 

. 

: .. 
- ~. 

. . . . . . . . . .  -. ~ . ,  - - .  ~~ - 3- ~ . . .  .. 
...... . . . .  . .  . .  ... . . . .  ~ . -~ 

. _ -  = . ~  ~ : - i . .~~ ~ . .  ~~. - - r .  _ < l (  - -  -... _ -___  1-. . . I  2- ..-;,~..: . -  . -  
... 

. .  L - .  

. 
- =~ 

--_ _ _  ___- 
~ . 12 Aowv'd  Dis&sition Instructions -- --This sgena-re&&nends t h a t  thefile Gries be cut otf at  thh end of arch: 

5.. ~ ~. _ _  - 
. ~ .  . =- 

-then, 

r 

. . .  . . .  
, -. ~~~ . . ~ ~ .. - ..- 

i_ 7 s . : .  .~~ - i :~"~ . a Cilen'dar Year; 0 " F ~ i d  'fear; O'-Othet 2- ~ :. - i 

~- -a Hold in the current files area s: +inonth(s) -----A; year(s); then .-: 5 -. _I C i ~ . .  . . . .  - .  - . .  ... 

. ~ .  .. ~~~ 

- 
. .  .. . . . .  . . . .... ~~ ~. 

~ - ..... . . . . .  . . . . .  . ~~ . .  ~% ~ . -~ .. . -  , . .~ . -  .~..1 _ ~ _  -. . ~. 
=. r . - _. ~ 

i 

~ . . ~  - .- . I .: - - . -  . .  

. -  ~. *. - - -  - -  , ^ - - -  ~. ~ 

~~ 

.. 0 . ~ -  Transfer . .  to I . local L _ _ _ ~  holding area, hold . .,-~ -m+j7fear(s); .~ then - < . If.. - . ;i 1 . .  - ... c...... . . .  .... ...... 

[B Transfer to State Records.Center; holG 
Cf Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other I-ify) 

~-year(s); then 

These instructions apply to a l l  prior and future accumulations of the series. 



I"JCTIONS: See Publication No. 76-RM-! for instructions on completing th is  form. Forward signed original to 
Department of Archivos and History, Rewrds Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

FOR RECORDS MANAGEMENT me - -. 

Telephone Number 

FOR AOENCY US - 
kpplication Data 

- - - Mobile Home Division 
Wication 

--;-.- == 
!. Person to Contact Working Title 

2064 
__I ._c__ __ ____ - - - - -- ----=*--I- -1 - . Pete Paulsen Administrator, Mobile Home Division 

I. Action&= L 

a. 
b. 

0 Estaoiisn Retention Schedule;%cord will wntinw to accumulate. 
0 Dlsposo of present accumulation; no further accurnuletion anticipated. 

Checkone: El Change; 0 Supercekei QJoid .. -c, Q Amend 
I. Dater of Series 
iarliest Latest 

ffollowed by tide used in office; if different) 

. 
- 1 Cert i f icate  of Compliance Fi les  - _. ___ 
i. Division md office Function 

Po administer The Uniform Standards Code for Factory k u f a c t u r e d  Movable Homes Act. 
mspect and supervise the construction of mobile homes tha t  are manufactured i n  and out of 
state and are offered for sa le  i n  Georgia. To license, inspect, and monitor the mobile 
iome dealers and manufacturers i n  the State of Georgia. 
state manufacturers. 
iome manufacturers. 
riolate the Fire Safety Laws.  
bn i to r s  mobile home complaints made by consumers against mobile home manufacturers and 
lealers. 

What is the function of the Division and the Office in which this record series is created? 

To 

To inspect and monitor out of 
Reviews a l l  plans and specifications,  and t e s t  data submitted by mobile 

Issues Code Certif ication Decals to  mobile home manufacturers. 
A s s i s t s  plant personnel i n  correcting production procedures tha t  

II_ - - __ -. - _________.. . - I 

T R &  Series Description 

Documents relating to: 

This  file contains the following documents (include form numbersend titles, if any): 
Attach samples of the file. 

Cert i f icate  of Compliance w i t h  the Federal Regulations 

Included are: This form is used t o  indicate the 'type of appliances, the s t ructural  
design and various information. There i s  not a Standard form number 
due t o  the fac t  t ha t  some factories use differentrforms. 

File is arranged: Alphabetically by manufacturer. 

---1_1_ .--I--I. I_p_ _.-I_ ~ - - 
3. Monthly Reference Rate 

One to six months old 

3. Anniiel Rate of Accumulation of Remrdr 

How often are records referred to which are: 
Tw ice ; Seven to twelve months old ; Thirteen to twenty.four months old -- -, . 

twenty-fivemonths and older . . ?  
-I___- - _. . -- -i-.--- -- 

" Letter-size drawers ; Legakin d r a w e r s A ;  Shelves ---; Other ( v ' f y )  .--_ ~ -.,-- . - 
c h - 7 1 ;  Raw. 70 (owl 

~ __ __ ~ ~~ - - ~~ - 



Attach copy or excerpt of laws or regulations. Explain administrative need. 
Federal Register, Mobile Home Procedural and Enforcement Regulation, Subpart H, .. . 

paragraph, 3282.362 ( i i ) ( d ) ,  attached. The perma9ent record f i l e  shall be available during 
the l i f e  of a mobile home. The l i f e  of a mobile home has been established at  30 years. 

. .  - 
.--I ~ ~ .~~ ~ . ___ ~- ~ ..- .. . - . I_ .. ~. - __-__ 

~~ 

,. 

.. 
12. Anwaved Ditporition~lnrtructionr This agency recommends t h a t  the file series be cut otf a t  thb end of each: 

181 Calendar Year: 0 Fiscal Year; 0 Other --.~I__~.._.I 

,~ 

 then, 

[4 Hold in the current files area -- . - rnonth(r) -1- _- 
0 Transfer to local holding area, hold 
a Transfer to State Records Center; hold 29- -year (51 ; then 
eS Destroy. 
0 Transfer to State Archives for permanent retention. 
17 Other (Specify) 

year(s1; then 
--year(s); then 

. 

These instructions apply to a l l  prior and future accumulations of the series. 

Sate Records Committee (Sianature) Date 



9 APPLICATION FOR RECORDS RETENTIOH 
k e p  -- 

4ppiication Date 

Wplication Number ' 

7-1-80 
I_ - 

, *  1 .- 

SCHEDULE 

Office of Comptroller General  
SFMO-Mobile Homes Division 
7 M. L. K. Jr. Drive, Room 455 

-_- -. 
OFFICE OFTHE SECRETARY OF STATE- 

DEPARTMENT OF ARCHIVES AND HISTORI 

IIVSTRUCTIONS: See Publicatio; No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

I 
1 I~ - --- -- 

FOR RECORDS MANAGEMENT USE 
__-I__ 

I --- FOR AGENCY USE 1 1. Agency Address 
Application Number c OateHeceiveci Date Completed 

AUB .I 2 1980 I AUG 2 5 1980 

C. Person to Contact Working Tide Telephone Number 
~ ~ . .  - __ - .. - .-_I I __ ~ 

I Atlanta, Georgia 30334 
~ - ~ . . ~ 

656-2064 
-. - ___~___  _~ll_l JoAnne Bryant Secre ta ry  

~ ~ . ._ _--- . . ~  . 

a. 0 Estabiisn Retention Schedule; r4cord will continue to accumulate. . , 

b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. PJ ArmgdAwlication No. 73-13%..--- Check One: P Change; 0 Supercede; 0 Void -.__I___- - 

5. Records Series Title (followed by title used in office; if different) 

Certificate of Compliance Fi les  ' 
~ 

What is the function of the Division and the Office in which this record series is created? 

Issues  HUD/GEO 

. .  1' . .  . ,  

~- ~ 

I. Dates of Series 
Iarliest Latest 

l ___- . 
i. Division and Office Function 

'0 administer the Federa l  'Mobile Home Construction and Safety Standards and.to inspect 
nd supervise the construction of mobile homes produced in Georgia. 
3bels to be placed on a l l  units to indicate, they a r e  built in accordance with the Federa l  
:egulations. 

5 - r  

- - - - -- - - I ~  

1. Record Series Description 

Documents relating to: 
Certificate of compliance with the Federa l  Regulations. 

Included are: 

This fo rm is used to indicate the type of appliances, the s t ruc tura l  design and various 
information. The re  i s  not a Standard fo rm number due to the fact  that some factories 
use  different forms.  

This  file contains the following documents (include form numbenand titles, if any): 
Attach samples of the file. 

File is arranged: 
. .  

Alphabetically by manufacturer. 

- __ - ---_I- 

Monthly Reference Rate 
One to six months old Twice_-; Seven to twelve months old Twice 

How often are records referred to which are: 
; Thirteen to twenty-four months old -.----; 

twenty-five months and older-- -? - _ _--__ I_____- - 
9. Annual Rate of A e c X o S  of Records - 

Letter-size drawers - ; Legal-size drawers ; Shelves * ; Other (specifj4 

~ -- 1 - _ 1  *._ __ 
R-50-71. Rev. 76 (Over) 



. . . .  
..... ; ,  % .f 

~ . . ~~ - __ _. .. ... .. . . . . . .  ~..*: ~ . . . . .  , .  ~2 
=. 

. .  __ _ -_ ~~~ ~ 

~ .~ - ..... ..L .__.- -._r- 

=;-2 -' \ 
5 s  l o  10. ~ Qg-e&onn&a~~ -.1p!apiak::X:: iwhc ~ r & r ~ x ! m n ~ . -  ~ _ _  

- ~~~ ~ ~~~ .~ !f not.whereisir! ~~ . .~ .~__.. .~ ~- ~ ~. -c--~---L-Fut. ~ . 39- 

X~ I _. I. c. Is this a . vital record? ~ -: . 
-12 1 d,~ DoesthjsHeLhave hktorical.orlong term cesearchralue? . ~~__-_I_ ____ --_ 

I ~ ~ . _ 4 Q c ~ m ~ t ~ ~ ~ s ~ e ~ ~ ! e d  Spnaraek?L- . .~ ~ . ... .... 

J ,= - = I  ~. 

4 : .  I . ~, i.. 

1 -~ . .  1 ~- b. . . ~ . ~ .  ~ .- . . . . .  . 

a. 7s this the official copy of the series? 

X I  I . .  
Boes the series contain ccftfidential information requiring security handling? If yes, cite law or regulafion. ,;, '- 

... .--..:.*..~ ~~~ 

8 .  

e. When one or two documen'ts in the file make it necessary to keep the entire f i le for a iong period, could these . 
...... . ........ 

-I_*. _ A d -  1 X I . f,_!rthe in&xmation,mntained in thikseciest?iehu-b!&e&~ ~ . .  If u&aaach.co&, . ~- ' 

1 x 1  

I x I  ~- ..If.ves.whereZ-. ___  ~ ---: 

g, [s the informaiion contained in this seriesev'r analyzed andlor recorded in a summarized report? 

h. 1s there a duplication of th is  series in your office, or in another office or agency? 

r 
* -  I .XI _ ~ I f ~ v e s - a t t a c h ~ c o o v , ~ - ~ ~ ~ ~ - - ~ .  . . . . . . . .  

-~[ X. 1 i . ~  Ir_thi z.. i.fo.a..raortinnofitl.re~ularlumicrafilm.?-. .- -_ -~ ~~F -~-- 
1. x 1 . 1:'Does the record seriesresultinammautermintout?. . . . . . .  ....... ~- _ - ... .- ~_ -. 

11. Retention Requirements 

a. State Law ~ -_- --years. 1. Audit period 
b. Statute of limitation - . . . ~  . ~-years. e. Administrative need .. '-' - ~- -years. 
c. Federal law 5 years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

.&-:;~-. ... ____ ~ ._-L- 2~-  
~ ' 

.... . . . . . . . . .  .................. . ...... 

. ....... ........ . . . . . .  ~ .. 
, .  

~~ 

The following requires the series to be kept: ~ 

, -  

-+ 
...... _. ~_ . - , -years. -:.~ 

. .  . .  . . . . .  , .  
> '  .~ .: ,- . 

. ,  

The 'vational M,obile Home ,Construction.and ,Safety Standards~'Act .~ of . , .  1974 . . . . . . .  .: 
Pub. '  i 93-3'83, 42  U. S. C:: 5401 A. e t ~  seq .  . , .~ .' . : .  ~ 

, - ; * !  .il , : <  . 5  c 
:: 

, 
~ i ~ .J ~ ~~ 

, 
, .  L . ~ . I,.. : . 

..: ~ ,; ~ a Calendar Year;. 11 Fiscal Year; 0 Other ~~ .~ ~- ~. .- . . 

Hold in the current f i les  area -- -month(s) -~ 1 . year(s); then 
0 Transfer to local holding area, hold - ~ .year(~); then 
B Transfer to  State Records Center; hold 4 I -year(s); then 
IXI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (SpecifyJ 

-+ 

- . I . *  . . . . . .  . -  . .  ~. 1 .  ~ ~ 

' .  ., : -: 
j ' . .  ~ . .  --: - . . ~~ .~ ., 

, : .  . r 1 '  > >  c - -  . -. . ~. 
. .  . ' 3 -. ': . . . .  :- . . . . .  r. . . . . .  .I ., .. I' : . ~~ 

' ,  .L ~. , . .  . .  , 1 .  

. . .  
~ . .~ . .  

. ,  :- ~. . . . . . . .  . . . .  : -  ~ r ~ .  

These instructions apply to a l l  prior and future accumulations of the series. 

/ 
3ecommendations in para- 
jraph 12 are approved. 

'if rf explanation.) disapproved, attach letter f7j@%atelDeslgnw Secreta 

Attorney GeneraVDesignee 

~- .... 

State Auditor/Designee ~~ 

- 

-~~ ............. ~ . ~ 

R--50-71; Rev. 76  

Date 

......... 



- 1 .Appllc.tlon D m t r  

--- 

Mobile H o m e s  Branch 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A ~ I O N  A N f i C I P A T E D  

--A 

1-s- I".- - 
Dates of Ser ies  

compliance &~~EUWE + 6 ./c5; 
- -  _II___ -~~ 

1 1 
'*What i s  t h e  function of t h e  o f f i c e  i n  which t h i s  record series is created? 

To adminis te r  T h e  Uniform Standards Code for  Factory Manufactured Movable 
Homes A c t .  T o  i n s p e c t  and supervise  the  cons t ruc t ion  of mobile homes tha€ 
a r e  manufactured i n  and ou t  of s ta te  and are o f fe red  f o r  sale i n  Georgia. 
To l i cense ,  i n spec t ,  and monitor t he  mobile home dea le r s  and manufacturers i n  
the  State of Georgia. To i n s p e c t  and monitor o u t  of S t a t e  manufacturers. 
Reviews a l l  p lans ,  s p e c i f i c a t i o n s ,  and tes t  d a t a  submitted by mobile home 
manufacturers. 
t h a t  v i o l a t e  t h e  F i r e  Safe ty  Laws. I s sues  Code C e r t i f i c a t i o n  Decals t o  
mobile home manufacturers. 
aga ins t  mobile home manufacturers and dea lers .  

. 

A s s i s t s  p l a n t  personnel i n  co r rec t ing  production procedures 

Monitors mobile home complaints made by consumers 

_-__ --___ I_____ 

1. This f i l e  contains t h e  following documents (include form numbers and t i t l e s ,  if any, 

I 
and f i l e  arrangement). I 

1. Documents r e l a t i n g  t o  c e r t i f i c a t i o n s  of compliance with the  Uniform Standards 
Code by Manufacturers of Mobile Homes. 1 

I L  - 
r 

2. The f i l e s  include C e r t i f i c a t e  of.CompLiance forms (FM 57-B). In la te  1969 4- 1 
I 

. -  C e r t i f i c a t e  of Compliance Form FM 57-B replaced Form FM 57. 

3. The f i l e s  are arranged: 
For Form F'M 57 -- I n  numerical order by ascending even numbers beginning 

wi th  number 10. i.. 

For Form FM 57-B -- In a lphabet ica l  order by name of mobile home manufacturer. 
~ ~~~ ~ ~~~ _ _ ~  ~ ~~ 

ATTACH S A M P K O F T H E  

__. 



- - - 
* '  I PA6E 1 

* r r L  . . A ,  

- -. -/.~-+ . _  
______ 

r _  

~ ~~ 

:!. --. -a&-?. 
Q U E S T ~ O N N A I ~ ~ ~ Z F  Y E S '  NO- 

13. Is t h i s  t h e  Record Copy of t h e  s e r i e s ?  

1 4 .  Is t h e r e  a dupl ica t ion  of t h i s  series i n  ,another o f f i ce  o r  agency? 

- ,\ b d ? [ l  

, [ I  M 

15. Is t h e  information contained i n  t h i s  s e r i e s  ever s u p a r i z e d  or published? [ I  lja 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information' requi r ing  security handling? [ I b4. 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency po l i c i e s  and procedures? [ I  c>Q 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? M [ I  

[ I  c>a 
[ I  w 

I 
I 

/ ? '  

Attach copy of summary o r  publ icat ion.  

19. Is t h e  series 
/-~. 

( o r  major por t ion  of it) regular ly  microfilmed? If yes, why? 

20. Does tki'e record s e r i e s  provide data as input  t o  an EDP f i l e?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP' pr in tout?  [ I '  w 
22. Has t h e  Federal Government issued ins t ruc t ions  governing the '  re tent ion/dispo-  . [ 3 w 
23. 'Will ' there  be a need, f o r  these  records 10, 1 5  years  from now? I f  yes ,  what? 

1 .  REQUIREMENTS. The following requires  the f i l e s  t o  be k e p t  - - ~ .  30. y e a r s :  

s i t i o n  of these  f ' i les?  ._ 
-. 

- MI [ I  
~~ - _~A______1___1 ~~ -__I_ 

1. [ ]STATE b. [ ]STATUTE OF c. [ ]AUDIT d. [ ]FEDERAL e .  HADMINISTFtATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD ' L A W  DECISION VALUE 

fC i t e  Lm), S ta tu t e ,  OP other reason for  the re t en t ion  requirement) 
C e r t i f i c a t e s  of Compliance are issued t o  each mobile home constructed.  A 
record ind ica t ing  that these u n i t s  were b u i l t  i n  compliance with our  laws need 
_kQ.be ks! t f o r  L h y j y d t e c t i o ~ k l - -  _cQnmmcr duxing_.%fhe=ime o f - t h e - u z .  

This agency recommends t h a t  the  f i l e  s e r i e s  be cu t  of f  at the  end 
of each - w C A L E N D A R  YEAR -[]FISCAL YEAR -[]OTHER-. ,then : 

i. AGENCY & O M N D A T I O N  

e a r ( s )  : [M Hold i n  the  current  f i l es  area month(s)/ ~1 I 

8 
* L  

I 
Transfer  t o  S t a t e  Records Center [ ] L o c a l d g  Area; hold 29 ~ y e a r ( s ) :  

. ~. . 
? !  - . -  - @ Destrby. >, I .<.../!. 

4 ] Transfer t o  S t a t e  Archiyesifor peqnanent . ,  ret,y$ion. . i = :  
r -  . ~- 

'4.. 
.. . , . .  . -  . . C ~ ~ S  . . I . . t ,' 

~. 
Destroy immeaiately af'ter cut-off. ,. 

.Other: (Specify)  ' I  * 7 ?  ?: . -  

z t e  b r i e f l y  r a t i o n a h  fo r  reconanendation above/or write addi t ional  remarks)  




